Payroll Distribution Charges - P
Report Instructions KHR

Use this report to display the payroll distribution charges similar to the 153 report.
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4. Cost Center — Type the cost center
number. | Selection
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The report displays. Scroll to the far
right to display the charges.

Click the Print button &3,
OR

Export to Excel

e From the menu bar choose:
List = Export = Local File

[ESave list in file...

In which format should the list

be saved ?

®

Orich text format
OHTML Format.
Oln the clipboard

e Choose Spreadsheet.

e Choose the file location and type the

file name.

«  Click | Generate |

Click the Back button e
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Instructions on how to change the maximum number of hits on the Payroll Distribution Report.
This will need to be done to view any payroll distribution reports after 2015.
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Click on the “Help” tab at the top of the Menu bar and select the “Settings” option.
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[= Personal Settings for User HPSO018

F1 Help | Application help _* F+ Help

™

User-specific settings Systermn defaults i
[ IDo not display pers. value list autormatic. [Pers. value list
[ lonhy return value directly if only one hit [JReturn value d

Max. nurmber of hits to be displayed @ 500

Maximurn Width Hit List (in chars.) [255] || [255]

Display Display

() Control (amodal) (=) Contro

() Dialog (modal) () Dialot

(=) Systermn defaults

l Copy System Defaults

Once the “Personal Settings for User” window is open, click on the F4 Help tab, change the “Max. number of hits to be
displayed” field from 500 to 5000.

Click on the green check.

PC/DHRA/DEM
January 2016



